School Improvement Grant

Michigan Electronic Grant System Plus
(MEGS+)

User Guide to
Submitting a
SIG
APPLICATION

School Improvement Support Unit
Office of Education Improvement and Innovation

April 2015

MICHIGA;[}I@

Ediication




Users’ Guide for Submitting a

School Improvement Grant (SIG) Application

Table of Contents

MEGS+ Requirements......cccceeeiieeiiencieencreccnnncnencrennenes 3
Logging iNto MEGS+...ciuiiuiieiieiienieiieniececeecsacnnnnens 3
HEelpful TIPS cieeeereecerencernnerrnncrencrencerascesnsersnsesensenes 3

Initiating an Application .......cccceceireeiirieeccrreenccreeeeeenene. 4

ASSIZNING USEIS ..c.civeriieniieniiieniiiniirniieneneeseressessssssnnnes 5

] [ o ¢ 1 1 U 6

00V 7=T g - ¥ 6

Uploading District Information ......ccccccceereecirencrenncrennene. 7

Uploading Building Information.....c..cccccereuerrencrenncrennenes 8

Uploading Baseline Data Collection.......ccccceeeuerrennnnnenee. 9

(€] (o] o 1= 1 I =1 oY 10

Submitting the SIG Application.......ccccceeeereecrenrnennnnnn. 11

JYo Lo [1a ToTo F- 1 I T 300 12

Contact Us......cciiieiiieiiiiiiiiiiiiinicnrenrecnrec e 12

Ed

MICHIGAN@
Department of, Ve

ucation



Submitting a SIG Application

MEGS+ Requirements

School Improvement Grant Application can be downloaded at www.michigan.gov/sig

MEGS+ System Requirements

. MtCH\lg_A;N'
Education| ||l

Michigan.qov

IntelliGrants Home ~ Grant Portal Home

Username

Password
Welcome to the Michigan Electronic Grants System, MEGS+.
This system allows Michigan's schools to create, manage, submit, track, and amend their

grant applications. Please type your Username and Password in the text boxes and click
the "Login” button to begin using MEGS+.

1f you forgot your password or username, please visit:

cepi.state. mi.us/MEIS/Login.aspx

File Edit View Favorites Tools Help

5 &) cms &) MeGs+ I MDE-SIG [} MDE-SI 9% EEM & MDE Intranet [i}| MDE - school Law [EJ) Google %= prcu |88 CASE

Reports | Administration

| Iraining Materials | Agencies

Home Quick Search  Detailed Application Search Welcome, Beatrice Barajas

Logout

GLOBAL ERRORS | [ SHOW HELP.

Main Menu > Application Menu > View/Edit

AAA - TEST Schools -

Quick Links: View/Edit | Change Status | Management Tools | Examine Related Items | View Comments

Application: FY 2013 - School Improvement Grant (Cohert 2) | Status: Application In Progress | Security Level: Not Assigned
Description:

EPage Information

The information has been saved. <

Internet Access

Web Browser
- Internet Explorer 8 (preferred)
- Firefox 2.0+
- Safari 3.0+

Adobe Acrobat Reader 4.0+

To login to the MEG+ system go to
https://mdoe.state.mi.us/megsplus

Use the Login and Password obtained from the
MEIS registration process to login. Please note,
MEIS password is case sensitive.

You CANNOT log in to MEGS+ until your MEIS
Account is established and activated. Your
Authorized Official must then give you access to the
application within MEGS+. If you receive an error
message that you have a valid MEIS account but are
not authorized in MEGS+, contact your Authorized
Official.

“TIP: Avoid the Back and Forward buttons in

order to always see the latest information.

e |t is highly recommended that users use the
navigation provided within the application.

e By using the browser’s Back button, the user is
not getting the latest information from the
website, but rather an “older” saved version of
the screen.

e The browser’s Back button will simply load the
cached (or saved) version of the screen that
exists on the local hard drive as it was the last
time the screen was accessed.

e The Quick Links are recommended to navigate
within MEGS+.

TIP: When saving information, always wait for
the icon indicating that the information has
been saved before proceeding to the next task.
A screen typically take several minutes to Save.

g All items with an asterisk (*) are required fields.
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Submitting a SIG Application

Initiating an Application

Welcome Screen Overview

. Instructions:
3 Welcome Marga ret Select the SHOW HELP button above for detailed instructions on the following.

T > Iniiting an Applicaton/Task The Welcome screen should recognize you and
" > Using 5ystem Messages
Change Picture » Understanding your Tasks \ welcome you by name.
> Managing your awarded grant
Hello Margaret, please choose an option below. e Note there are Instructions at the top.
@ View Available Applications/Tasks ¢ View Available Applications/Tasks is where
You have 8 Available Applications/Tasks available. new applications and tasks are listed which you

Select the View Available Applications/Tasks button below to see what is available to your agency.

are eligible to apply.

‘ VIEW AVAILAELE APPLICATION SITASKS ‘

) e My Inbox will show messages; for example,

© My Inbox “Your funds are available” or “Modifications to

;gIUEEta:fezl)lpneiw[:ln;i;ags;cn below to open your system message inbox. your appllcahon requeSted by MDE COnSUltant.

|__ e My Application/Tasks section will take you
4 _ directly to an application needing LEA action.

@ My Applications/Tasks

You have 6 new applications/tasks.

You h: 4 licati tasks that itical. . : e 0

Sgluecta:fe OTJF:JI'JC:JEEZJ;;SD:SI?B:IE E:tltcuan below to view your active tasks. Appllcatlon In Itlatlon

Only a Level 5 MEGS+ user may initiate an
application.

To initiate the application, click View Available
Applications/Tasks.

This will take you to the Available Applications/
Tasks screen.

Offered By: may need to scroll down if you have more than

Office of Education Improvement & Innovation one application available.

Click the Initiate button for the School
Description: Improvement Grant application.

INITIATE -

At the Application Agreement screen, click | Agree.

ADD| icatiﬂn Ag reement This will bring up the MEGS+ Application Menu.

Please make a selection below to continue.
Confirm that this application/task should be initiated
[1acree | |[1DoNOT AGREE |

MICHIGANNS
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Submitting a SIG Application

Assigning Users

—_—

Quick Links: View/Edit | Change Status | ManagementToolsJ Examine Related Items | View Comments

Application: FY 2015 - Charter Schools Planning |
Description:

us: Application In Progress | Security Level: MEGS: |

Please select from an option below. For detailed instruction about each option, select the SHOW HELP button

@ View/Edit
Select the View/Edit button below to view, edit, and complete the application/task.

VIEW | EDIT

© Change Status
Select the View Status Options button below to perform actions such as submitting applications or request n

VIEW STATUS OFTION §

© View Management Tools

Select the View Management Tools button below to perform actions such as adding people to this document
history.

VIEW MANAGEMENT TOOLS

Application: FY 2016 - School Improvement Grant (Cohort 4) | Status: Grant Funds Available
Official
Description: Grant Awarded

The menu below contains links to the tools that can be used to manage this document. See the

Management Tools

(S CREATE FULL PRINT VERSION
Select the link above to create a printable version of the document.

= VIEW AWARD PACKET
Select the link above to view the Award Packet.

% ADD/EDIT PEOPLE
Select the link above Yo perform actions such as adding people, changing a security role, or alter

Quick Links: view/Edit | Change Status | Management Tools | Examine Related Items | View Comments

Application: FY 2016 - School Improvement Grant (Cohort 4) | Status: Grant Funds Available | Security Level: MEGS: Level 5 Authorized
Official
Description: Grant Awarded

The functionality on this page will allow you add, delete or edit people on this document.
Use the keyword search function to locate a person you would like to add. Select the check box next to the name in the search results.
Or, you can uncheck the box next to the person(s) name under the Current Pecple Assigned area to remove pecple.

After you perform your modifications, remember to select the SAVE button to save your changes.

Person Search
Enter & name or partal name:
People Found
Last Last
[] Person Agency Role Contact Type e Dates g Modified
Modified
Date
2 ABC 4612015
0= vz v v
Doe  schools MEGS: Level 2 Grant Writer Main Contact - _

MEGS: Level 1 Viewer Secondary Contact

Additional Email Recipients

MEGS: Application Level 3b Censortium Member

MEGS: Level 3 Consortium - Authorized Official

Application Menu Overview

This is the Application Menu screen, there are
three main sections:

¢ View/Edit—this is where the majority of the
application and grant award process occurs.

e Change Status—this is where you must change
the status of your application each time
modifications are required and then again
when you submit your modifications.

¢ View Management Tools—this is where you
will maintain users and contact information for
this application/grant.

The Quick Links bar at the top of the screen
corresponds to the three main sections. This user
guide will be using the Quick Links to navigate in
MEGS+.

Assigning Users to the SIG Application

From the Quick Links bar click the Management
Tools and then click Add/Edit People.

At the Add/Edit People screen enter the name or
partial name of the contact person and click
Search.

The search will retrieve all users with that name
that are in MEGS+. Verify that the person you are
adding is within your respective agency.

From the dropdown menus, select the
appropriate Security Level and the Grant Contact
Type for the user.

Enter the begin date in the first field of Active
Dates and then click Save. The second field of
Active Dates schedules the termination of the
user’s access to the SIG application.

NOTE: If the person you are adding is not in
MEGS+ and has an active MEIS account, please
refer to SIG/MEGS+ User Guide “Adding/
Removing Users” located on our website
www.michigan.gov/sig and click the SIG Cohort
you are applying .

Click View/Edit to proceed with the
application process.

MICHIGANNS
Education
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Submitting a SIG Application
SIG Forms

Forms Forms Screen Overview

|5tatu5 Page Name The Forms screen is where each section of the

application information are accessible/stored/
B Cover Page _ uploaded.

We recommend completing each item in the
following order:

1. Cover Page

2. LEA—Application

D LEA - ﬂﬂﬂli{atiﬂn _ 3. BUIldIng—Appllcat'lon
4. Building Data Collection
O Building - Application - Click Cover Page to verify the agency and contact
0 Baseline Data Collection _ information.
0 State of Michigan Attachments
0O General Comments Applicant

Verifying Cover Page Information

At the Cover Page screen there are two sections
which need verification.

Quick Links: View/Edit | Change Status | Management Tools | Examine Related Ttems | View Comments

The AGENCY INFORMATION section is
App!ication: FY 2016 - School Improvement Grant (Cohort 4) | Status: Grant Funds Available | Security Level: MEGS: Level 5 A automatically populated by the Educational
g:;‘:arliptinn: Grant Awarded Entity Master (EEM). To correct any

discrepancies, contact your district authorized
|~ user for the EEM.

COVER PAGE The CONTACT PERSON section is populated by
Applcant hame District Code the information you previously entered at the
Address Zip Code Add/Edit People screen.

AGENCY INFORMATION 133 Anywhere Lane 00000
Telephone Fax e If your email is incorrect you must login to
999-555-55555 999-555-55555 .
! - your MEIS account to make corrections as
necessary.

Contact Name

CONTACT PERSON

Jane Doe

Address
123 Anywhere Lane

City
Overthere Township

Zip Code
00000

Telephone
999-555-55555

Fax
999-555-55555

Email Address
doej@schools.com

e If your agency information is incorrect please
contact your district authorized user for the
EEM.

Click View/Edit to return to the Forms screen.

MICHIGANN\
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Submitting a SIG Application

0 LEA - Application -

] Building - Application
D Baseline Data Collection

LEA - APPLICATION

Instructions:

1) Type in a descriptive title for the document that will be uploaded.

2) Click the Browse button and search for your document on your computer.

3) Once selected, the path to your file will appear on the Document Source field.
4) Click the Save button.

5) To upload another document, click the Add button.

NOTE: When the file is named to be uploaded, DO NOT leave any spaces, place a period between the word
characters, .g. "/", in the document name. Attachments must be in Word, PDF, JPG, XLS or GIF format.

does not have to be the same as the file name, and it can include spaces.

7
* Title: ‘LEA Application - Battle Creek Public Schools
Document Source;: C\Users\barajasb1\Deskiop\SIG StuffSIGEvaluations xls Browse...

Uploading
District Information

Located in the LEA Information section of the
Forms screen, click the LEA— Application
link to open the application screen.

At the LEA Application screen follow the
instructions listed to upload your LEA
application.

IMPORTANT: Only one document can

be stored on this screen, if you upload

another document it overwrites the
existing document.

In the Title field, enter the uploaded document
as LEA Application — [Enter your districts’
name here].

Naming convention example(s):
LEA Application—ABC School District

Click SAVE at the top of the screen.

Click View/Edit to return to the main Forms
screen.

MICHIGANNS
Education



Submitting a SIG Application

Uploading

O LEA - Application

0 Building - Application (g
B Baseline Data Collection

[ao0] [oELETE] | | [GLOBALERRORS| [REVIEW COMMENTS |

Application: FY 2016 - School Improvement Grant (Cohort
Official
Description:

taty8Application In Progress | Security Level: MEGS: Level 5 Authorized

Created By:

Modified By: Jane Doe

Page Title: \ Bldg Application - XYZ High School v‘

BUILDING - APPLICATION

Instructions:

1) Type in a descriptive title for the document that will be uploaded.

2) Click the Browse button and search for your document on your computer.

3) Once selected, the path to your file will appear on the Document Source field.
4) Click the Save button.

5) To upload ancther decument, click the Add button.

NOTE: When the file is named to be uploaded, DO NOT leave any spaces, place a period between the words OR use any special
characters, e.g. "/", in the document name. Attachments must be in Word, PDF, JPG, XLS or GIF format. The describtive title entered
does not have to be the same as the file name, and it can include spaces.

= Title: [Bidg Application - ABC Schools |

Document Source: E Browse.. | ] DELETE
207546 SIGEvaluations yle

Building Information

Located in the Building Information section of the
Forms screen, click the Building—Application link.

At the Building—Application screen follow the
instructions listed to upload each building
application.

&IMPORTANT: The building application and

= dattachments (excluding the Baseline Data
Collection) must be converted into one document
(PDF or Word) per building.

In the Title field, enter the uploaded document(s)
as Bldg Application— [Enter your building name
here].

Naming convention example(s):
Bldg Application—ABC Middle School
Bldg Application—XYZ High School

Click SAVE at the top of the screen.

Additional Building Applications

If additional buildings are to be uploaded, click the
ADD button at the top of the screen and repeat
the steps for uploading building applications.

e  After the second upload, a Page Title field will
appear on the screen indicating the
documents which have been added.

Remember to use the naming convention and to
SAVE after each upload.

One upload per building is allowed.

Upon completing all building application uploads,
click View/Edit to return to the main Forms screen.

MICHIGANN\

Education




Submitting a SIG Application Uploading
Baseline Data Collection

Located in the Building Information section
of the Forms screen, click the Baseline Data

O LEA - Application -orm:
Collection link.

D Building - Application

D Baseline Data Collection -

Quick Links: View/Edit | Change Status | M. Tools | Examine Related Items | View Comments At the Baseline Data CO"ecﬁOI‘I screen fO||0W the
’
g;::lii;atiun: FY 2016 - School Improvement Grant (Cohort 4) | Status: Application In Progress | Security Level: MEGS: Level 5 Authorized inStrUCﬁOnS ||Sted tO upload eaCh data CO”EC‘L‘IOI’\
Description: Spreadsheet
Created By: Domenico, Ms. Kathy on 3/26/2015 8:17:17 AM IMPORTANT. The Baseline Data co"ection
Page Title: [Data Collection - ABC Widdle School v| :' j dOCU ment Should be uploaded as an EXCEL
BASELINE DATA COLLECTION ﬁle.
Instructions: W . .
1) Type in a descriptive title for the document that will be uploaded. In the Tltle ﬁeld, enter the Uploaded document as
2) Click the Browse button and search for your document on your computer. . 1.
3) Once selected, the path to your file will appear on the Document Source field. Data CO"ectlon—[ Enter your bu'ldlng name
4) Click the Save button. h
5) To upload another document, click the Add button. ere]'
: When the fils d to b loaded, I , iod b h d I 1 1 .

gh‘?aitg:i;. T tEZTiiwﬁ"n'eft”fléfnifmi‘ﬁfﬂs st b n Word, PDF, 1PG, XLS o GIF format. The descrfive e entered Naming convention example(s):

joes not have te be the same as the file name, and it can include spaces. . .

Data Collection—ABC Middle School
Title: ‘Data Caollection - ABC Middle School ‘ Data Co”ecﬁon _XYZ H igh School
Document Source: B L CloELeTe
397573-SIGEvaluations.xls

Additional Data Collection

If additional data collections are to be uploaded,
click the ADD button at the top of the screen and
repeat the steps for uploading baseline data
collection.

One Baseline Data Collection must be uploaded for
each building submitting an application.

e  After the second upload, a Page Title field will
appear on the screen indicating the
documents which have been added.

Remember to use the same naming convention
and to Save after each upload.

Upon completing all building data collection
uploads, click View/Edit to return to the main
Forms screen.

MICHIGANN\
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Submitting a SIG Application

| Profile | Logout]

Administration | Agencies

'CONTACTS / INDIRECT AMOUNTS | | ADD

*Logged in as: Brian

Q - Please specify one Main Contact.
Add/Edit People

O - Please review Cover Page.
Cover Page

© - Please review Assurances and Certifications.
Assurances and Certifications

O - Please review Important Information.
Important Information

10

Global Errors

After you have entered all of the required
information and uploaded documents, you will
need to verify no errors are found. Click the
Global Errors button at the top of the screen.

NOTE: The Global Errors button can be found on
most screens throughout MEGS+.

On the Global Error page, links are provided to
the relevant application pages that have errors.

Click on the Error link to open and edit the page
as necessary.

Once you have made the necessary edits, you
will need to click the Global Error button again to
verify no errors are found.

After you have determined that no errors in your
application have been found, click Change Status
from the Quick Links bar.

MICHIGANQ
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Submitting a SIG Application

Submitting the SIG

Possible Statuses

e Submit Application _

9 Cancel Application

O - Please specify one Main Contact.
Add/Edit People

© - Please review Cover Page.
Cover Page

Agreement

Please make a selection below to continue.

Assurances are available from the View/Edit Forms menu when applicable.

Are you sure you want to submit this application?

| 0 of 2000

[1acree]| [IDoNOTAGREE |

If you would like to include notes about this status change, please supply them below.

Application

At the Change Status screen click Submit Application.

NOTE: MEGS+ will check for incomplete information
and/or errors before allowing you to submit the
application.

0 Errors

e If you receive an error, you will see an octagon
with the hand in it. This indicates to stop and cor-
rect errors within the application.

e Select the provided link and make the requested
changes by following the directions listed on that
page.

e Once changes have been made, attempt to submit
the application again.

'@'No Errors

[Program Name Agency Security Level /Current Status, _ Date Due
Consolidated Application - Webberville Community MEGS: Level 5 Authorized | Application 7/15/2011 11:59:59
2012 Schools Official Submitted PM

o If the application had no errors or missing
information, you will be directed to the Agreement
screen.

The Agreement screen will present conditions to
which you must agree upon when submitting the
application:

e After reading the conditions, you may enter notes
in the field provided.

o Click the I Agree button to continue.

o MEGS+ will notify the Level 5 users and the
application designated main contacts by email that
the application has been received.

You will receive an email notification that your
application has been submitted.

MICHIGANN=
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Submitting a SIG Application

Additional Tips

Application: FY 2016 - School Improvement Grant (Cohort 4) | Status: Grant Funds Available

Official
Description: Grant Awarded

The menu below contains links to the tools that can be used to manage this document. See the

Contact Us

Removing Users from a SIG Application

Management Tools

(S} CREATE FULL PRINT VERSION
Select the link above to create a printable version of the document.

(= VIEW AWARD PACKET
Select the link above to view the Award Packet.

iy ADD/EDIT PEOPLE
Select the link above Yo perform actions such as adding people, changing a security role, or alter]

Quick Links: View/Edit | Change Status | Management Tools | Examine Related Items | View Comments

Application: FY 2016 - School Improvement Grant (Cohort 4) | Status: Grant Funds Available | Security Level: MEGS: Level 5 Authorized
Official
Description: Grant Awarded

The functionality on this page will allow you add, delete or edit people on this document.

Use the keyword search function to locate a person you would like to add. Select the check box next to the name in the search results.
Qr, you can uncheck the box next to the person(s) name under the Current People Assigned area to remove people.

After you perform your modifications, remember to select the SAVE button to save your changes.

Person Search

Enter a name or partial name: _

People Found

Last
[] Person Agency Role Grant Contact Type Active Dates .q Modified
Date
Battle

ane  Creek 4612015
O e pohe  [MEGS Levels ~ [ Mk ]

Schools

From the Quick Links bar click the Management
Tools and then click Add/Edit People.

At the Add/Edit People screen enter the name or
partial name of the contact person and click

Search.

The search will retrieve all users with that name

that are in MEGS+.

Enter an end date in the Active Dates field to
assign the last date the user is allowed to access
the application and click Save.

If the user needs to be removed from MEGS+,
refer to the User Guide—Modifying MEGS+
Users located on the SIG website at

www.michigan.gov/sig.

Contact Information

School Improvement Grant (SIG)

Office of Education Improvement and Innovation
(517) 373-4872 or email MDE-SIG@michigan.gov

MDE Grants and MEGS+
Office of Grand Coordination and School Support Office
(517) 373-1806 or email MEGS@Michigan.gov

Education Entity Master (EEM)
Center for Educational Performance and Information
517-335-0505 x3 or email cepi@michigan.gov

12

MICHIGAN

Ed

uca

N

D@partm@ntoft

(L=

101



mailto:MDE-SIG@michigan.gov
mailto:MEGS@michigan.gov
mailto:cepi@michigan.gov
http://www.michigan.gov/sig

